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(a) mine (b) myself  (c) mine
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Part 1

Functional English

 (— buy a modem.

(a) have bought (b) bring (c) had bought (d) bought

2. My main jobs is that of a Team leader, ------------ I also answer calls
sometimes.
(a) but (b) yet (c) so (d) that
3. A leave letter is one where you request leave.
(a) ask for  (b) demand (c) refuse (d) ask about
4. He told me to do the job -------- .
(a) mine (b) myself  (c) me
5. - was asked to talk about ------------ company.
(a) She-her (b) Her-she (c) She-she
6. Stock these CD'S ------------ the third shelf.
(a)in (b) on (c) at
T e You are deciding on which book to read, I bought a music
Cd.
(a) While (b) Mean while (c) where
8. Is there anything in ...........ccc..c....... that I can help you with?
(a) Particular (b) Particularly (c) Particulately
0. Cooks are employed to prepare lunch for .................
(a) our (b) us (c) ourselves
10.  Someone ............ their wallet here.
(a) forget (b) forgot (c) forgive
T U § TR AIOTU—



11.  What is conjunctions?

Ans. Connecting words are conjunctions.

12.  How to apply for a leave?

Ans. We can apply for leave by writing application.

13. I would be extremely greatful if my leave is sanctioned/passed.
14.  Would you like .................. to help you? (me/myself)

15.  You.............. already ............... (serve) the customer well.

3 ufdd # SR Q-

16.  Whatis C.S.R.?

Ans. CSR is customer service representative?

17.  What is a leave application?

Ans. An Application written to take a leave is called leave application.



Part 2
Word Processing
|El f[ddmed g |
1. 93 YRR # CHele WIsd &1 YaRIce ¢ |

(31) .Doc @) .XLS (®) .DOCX (<) .Ott
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() Ctrl+shift+U () Ctrl+shift+D

6. T Hol H BIsel T idT 27

(1) .odt (@) xlIs (F) .doc () .docx

7. Accept AT Reject [ QIS HIF # 31MaT 7 |
(a) changes  (b) Edit (c) Select  (d) delete

& Gfad H IR dIfoRi—
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12, Hpl e & SUSST #I § SUae &7
13, <9 9T @ ufshar forfey |
<1 ufdral # IR SR |

14, UFEeld BT SUIRT HRd gU Resd ud &l enfied &=+ a1 ufdhan
forfa |

15. Aol Aol BT ey IS |

16. U WA | 1 dread 2?
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3 ot § Sar QR
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Part-3

Spreadsheet

SERECTRCRl
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5. URL & OXT A1 &7 57
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13.  JSYIC H BIZd B UICdE BT Pl dRId] FHSST?
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E-Mail Message
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Web Design and Development
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